TRAVEL M ANAGER PREPARER’'SGUIDE

VOUCHER

Upon completion of travel, a voucher is required for the traveler to be reimbursed for
travel expenses. The process to create a voucher using the data from the existing travel
authorization is discussed in this section.
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CREATE A VOUCHER FROM AUTHORIZATION

The voucher is a copy of the travel authorization. Copied over into the voucher will be
the approved estimated travel expenses as well as the Travel Authorization (TA) number
used by the Regional Finance Office (RFO) to track the documents. Becauseit is
important to have the voucher reflect the same TA number as the Authorization, when
creating the voucher never select from the Document Type on the New Document page
the selection “Voucher”. Always select the Voucher From Authorization Document
Type. Also it is not necessary to go to each page of the document. Some pages may not
require changes or updates. Use the links on the Document toolbar to skip from one page

to another.

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document toolbar on the left
side of the page. The New Document page will be displayed.
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2. Select Voucher From Authorization from the Document Type pull down list.
NEVER select Voucher.
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3. Click in the Document Name field. The page will be refreshed.

4. The Traveler Listing (Voucher from Authorization) page will be displayed.
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5. Click in the Last Name field under the Enter Search Criteria area and enter

the last name of the Traveler. Click the button beside the Last
Name field.

6, The Traveler Listing (Voucher from Authorization) page will be displayed
with the Traveler's name.

7. A list of authorization documents will be displayed in the Document Listin
the Document Search (Voucher from Authorization) area on the right.

" Dartiment Prenaratinn
-

User:
i Traveler Listing (Voucher from A || Document Search (Voucher from Authoriz:

Traveler: g Quick Tip Document List Click on an entry to select it

Type one or more [ettars of the travelers [ast
name and click Search. Then, clidkthe travelers
b Cregte a Hew name to list all documents.

Document

Open Existing Document i iteri: |
" ’ Eieg searchCnterla @ Awthorization 10-CFBOS-20NC  08/2002 M&GT APPROVED

Review Documents
. Last Name Itraveler B authorization 10-CFBOS-41NY 0841102 CREATED
[» Delete Bocuments

B Authorization 10-CFBO7-20DC 07/20002 SIGHED

Clidk an an entry to select it

[» Copy Document

e Search fesuls Fertn et oo Bl authorization 10-CFBOT-1ENG 07MB/02 ig:::‘EL
_ Ei Authorization 10071571 07502 CREATED
TRAVELER, ANDY 100-00-0001
TRAVELER, ANGELA A00-00-0011
Traveler, Anthony 100-00-0071
TRAVELER, BA 100-00-0101
TRAVELER, BARBARA 100-00-0012 -

8. Click the Document icon =] next to the desired authorization from the list.
The New Voucher From Authorization page will be re-displayed.

NOTE

A document is ‘edit locked’ when an asterisk (*) will be displayed in the ‘IN
USE’ column on theright side of the list. The document cannot be selected until
the edit lock has been removed. ONLY the user who caused the edit lock can
remove the edit lock or you can call the BASO Resource Center at 358- IFMP
(4367) to have it removed.
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Setup  Reports

User:
Center ADMIN

Traveler:

* Create a New
Document

[ Review Documents
[ Delete Documents
[» Copy Document

[ Import Documents

[ Open Existing Document

Logout __ Help Nocument Prenaration

New Voucher from Authorization
Quick Tip For this Document you can:
Toselect a traveler, click on the EID or Traveler Hame lookup button.
Add Trawveler |to Travel Manager

DocumentType@lVoucherfromAuthorization ;I e |thisDocument

Docurnent Name § |1D-CFBDT-15NC

Create |this Document

55N @ [254-58-7548

mm

Traveler Name  Traveler, Kathi

9. Click the this Document button in the For this Document you can:

areain the top right. The Itinerary Information page will be displayed. Note
that the Document Name and SSN fields will be populated with the data from
the authorization.
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1. Review and make any necessary changes to the Itinerary page.
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NOTE

If Itinerary dates or Per Diem locations change from what was authorized,
it is better to amend the authorization prior to creating the voucher.

a. Click the Updateicon [ to edit Per Diem Location records for
modifications.

b. Click the Delete icon to delete Per Diem Location records.

¢. Click the L3 Loeation | b ionin the Per Diem L ocations areaat the
bottom of the page to add another per diem location to the document.
Refer to Create an Authorization for instructions on adding a location to
the document.

2. Change the travel dates

a Click the Delete icon next to the location in the Per Diem Locations
are at the bottom of the page.

b. Adjust the Begin Travel or the End Travel dates listed in the Departure
and Return Informetion area of the page.

c. Re-enter the Per Diem location. Refer to the Create an Authorization
section, Itinerary.

3. Click the Itinerary button in the For this Document you can: areain
the top right to save the document to the database.

4. If the dates or the locations have changed click on the checkbox to placea ‘v’
in the box next to Replace ALL lodging and M&IE information on this
document in the Per Diem Locations area at the bottom of the page. Travel
Manager will recalculate the Lodging and M&IE on the voucher.

NOTE

Click the Itinerary button in the For this Document you can: areain
the top right prior to clicking on any other button or link. Data may be lost if
it is not clicked before going to other pages in the document.

5. Click the button in the For this Document you can: areain the top

right or click the link on the Document toolbar for the next page to be
modified. The Ticketed Transportation page will be displayed if the Continue
button has been clicked.
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C. TICKETED TRANSPORTATION

T Y Nocument Prenaration

LbEl; Ticketed Transportation for Voucher 10-CFAD9-10FL
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1. Review and make any necessary changes to the ticketed transportation.

a. Click the Update icon [] to edit Ticketed Transportation records for
modifications.

b. Click the Delete icon to delete Ticketed Transportation records.

c. Click the 29| Ticket buttonin the For this Document you can: areain
the top right to add another ticket to the document. Refer to Create an
Authorization for instructions to add an additional ticket to the document.

2. Click the _Eetinu=_| bittonin the For this Document you can: areain the top
right to continue processing the voucher or click the link on the Document
toolbar for the next page that needs modification The Expense Entry page
will be displayed if the Continue button was clicked.
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D. EXPENSES

1.

Nocument Prenaratinn
Liger: pE
Expense Entry for 10-CFADS-10FL
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Review and add or make any necessary changes to the expenses.

a. Click the Update icon ¥ to edit any Current Expenses records for
modifications.

(1) Click the Update icon next to the expense to be modified. The expense
will appear in the upper area of the page.

(2) Change the date if necessary.

(3) Scrall to the Cost field and enter the correct amount.

(4) Click the Current Expense button. The page will be refreshed
and the expense item will be listed in the Current Expense area.

b. Click the Delete icon to delete any Current Expenses records.

c. Add an expense
(1) Enter the correct date in the Date field in the Expense Entry area.
(2) Select the expense(s) from the Expense Type drop down list.
(3) Click anywhere on the document to refresh the page.

(4) Enter the amount in the Cost field.
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A screen refresh will be done after each expense is selected. The system will
fill the appropriate fields with data for the expense.

NOTE

2. Click the Current Expense button in the For this Document you can:
areain the top right. The Expense Entry page will be reset. The saved expenseis
listed under the Current Expenses area at the bottom of the page.

. Click onthe Use Quick Expense link in the For this Document you can: areain
the top right to add expenses quickly. The Quick Expense Entry page will be

displayed.

E. QUICK EXPENSE ENTRY

Mocument Prenaration

i Quick Expense Entry for LO-CFADD-10FL ) i
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NOTE
Use Quick Expense to ADD expenses. Do not use Quick Expense to modify

1. Thepageisdividedin haf. Each haf isscrollable. The top half contains 10
rows for quick expense entry. The bottom half displays alist of current
expenses that are on the document. Review the dates to be sure they are
correct. If not,

a.  Select expense from the Expense Type pull down list.
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b. Click in the Cost field and enter dollar amount.

c. Click the Copy Expenseicon L=l to copy the expense from one row to
row another.

d. Click the S=v=| Expenses buttonin the For this Document you can: area
in the top right to save the information.

2. The additional expenses will be displayed in the Current Expenses area at the
bottom of the screen.

T L
i X 02262002 PERSOMNAL CALLS-DOMESTIC 5.00
7 % osenn TAx) 15.00
i %% 02262002 TAXI 2000
7 % oseenn TIPS FOR TAXVLIMO 200
J % oereonz A 15.00
7 % oserooe TIPS FOR TAXVLIMO 400
J % ozsomonz A 20,00
7 % oszonn TIPS FOR TAXVLIMO 200
Total: 83.00

3. Click the Lodging/M & | E link on the Document toolbar on the left side of the
screen.

F. LODGING/M&IE

Setup  Reports  Logout  Help Nocument Preparation

User: Lodging/M&IE for 10-CFA09-10FL

Center ADMIN Quick Tip For this Document you can:

Traveler: An asterisk () in the Special column indicates that a condition has been selected in the
Advaneed Lodging/MEIE windou. Deleate Al |Lodging and MEIE expenses

Kathi Traveler

|}Voucher: 10-CFADS-10FL Back Continue |
= Document Summary Lodging/M&IE Data
= Traveler
iDDHD!DZ %

= ltinarani

T T iDQH1!O2 %]
= [lcHete rans
. Expenses JDQHZIOZ c@
* LodgingMEIE

1. Lodging costs are zero on the voucher unless actuals or overrides were entered
on the authorization.

a Toreset al actuals or overrides that were entered on the authorization

back to the per diem rates click the Lodgingand M&IE
expenses buttonin the For this Document you can: areain the top right if
actuals or overrides were not incurred during the trip.
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b. The buttonin the For this Document you can: areain the top

right goes to the Available Accounting Code page.

c. The 2] buttonin the For this Document you can: areain the top right
returns to the Expenses Entry page.

d. To delete a specific Lodging/M&IE record, click the Delete icon for
the desired record. The lodging costs will be zeroed rather than reset.

e. To copy lodging costs from one line to the lines below, use the Replicate
E:

icon

f. Usethe Update icon [¥] to edit the Lodging/M& I E records. The Update
Lodging and M& | E Expenses page will be displayed, corrections can be
made on this page.

2. Click onthe Update icon l¥] of the first Lodging/M& I E record to be
edited/modified. The Update Lodging and M& IE Expenses page will be

displayed.
MNocument Prenaration
B2E Update Lodging and M&IE Expenses for 10-CFAQ9-10FL (0911 -
Calbal ADK T Ouick Tip Fur tis ﬂn:ﬂmeﬂrﬂlm
Tranaier: &j Farihin ladging day, yau can sdi speciic actuals, saus data, meaie previded dabes, [cdgig anaunt, . i . .
and i desiied apple fieed changas Rirsard wsbng the appdy tiaagh el m M Espanse
Harthi Traeslar Eava | Esperem Chanpes
_[}-'.'nmhw. 10.CFADS-10FL Oviarmda ILod:Im;l and FMEE
o o
P Far Dimra Ambs 25 ra2 EL S~ m.
= Travele Lodging: ﬁ':‘:' Options | Apply Treough et
'"’_"""" Conference Allnwance
_l::llni“ ™ conerence Migwance | Conl infe
g Comsrercs fels
i |
s Totale = Ledpre
« Commeants r L::;: =
SRR Braakast: 240
a Peamoin Pro-tuiils Lunph: 000
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T
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Meals Provided
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3. All changes made to the Update Lodging and M& | E Expenses record can be
applied to any or all records from the date displayed by changing the Apply
Through Date value below the For this Document you can: areain the top
right. The changes made on the displayed day will be made to all days
through the date entered. Note: If information is changed for each
individual day, the changes will need to be entered twice for the changesto
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take effect. Thisisa Gelco known defect and we are currently working with
them to alleviate this situation.

a

To override any Lodging and/or M&IE costs click the

Lodging and M & | E button in the For this Document you can: areain
the top right. This can be used for extended travel that is greater than 30

days.

Actuals may be claimed by clicking the check box in the Actuals area of
the Update Lodging and M& | E Expenses page. Specific costs may be
entered for meals and incidentals. The lodging actuals amount should be
entered in the Lodging field within the Lodging area. Justification for
using actuals should be explained in the Comments textbox on the
Comments page.

If leave is taken during the travel period it can be indicated in the L eave
Data area. The number of leave hours will default to what has been set
for the traveler. If 4 hours or more of leave is taken, the meals and
lodging costs will be deducted from that day’s expenses. (** If exactly 4
hours are taken, enter 4.01 in the leave data hoursfield. Regulations
have changed, and this must be done for Travel Manager to calculate
properly. Otherwise enter the amount of hours taken.**

If the traveler does not pay for a meal, the appropriate box inthe M eals
Provided area should be marked to indicate the cost of the meal(s).
Travel Manager will deduct the cost for the meal(s) for the date.

Expense and Expense buttons in the For this

Document you can: areain the top right will go forward to the next day
or back to the previous day’s Lodging and M&IE record.

4. Click in the Lodging field and enter lodging cost incurred. Enter the last day
of the trip inthe Apply Through Date if lodging cost are the same for the
entire trip.

5. Click the Expense Changes buttonin the For this Document you
can: areain the top right. The Lodging/M&IE page will be re-displayed
showing al lodging and/or M&IE changes. Notice the last day has no lodging
amount because it is the return day.
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Setup  Reports  Logout  Help Nocument Preparation

bl Lodging/M&IE for 10-CFA09-10FL
Canter ADMIN Quick Tip For this Document you can:
Traveler: g An asterizk ™) in the Special column indicates that a condition has been selected in the

Advanced Lodging/MEIE windou.

Delete Al |Lodging and MEIE expenses
Kathi Traveler
[+ ¥oucher: 10-CRADS-10FL Back | Continue |

= Document Summary Lodging/M&IE Data

EiRanbey [Dat:  [Deiete [Replicate  LdgCost  |Ldg Allowed M wed PerDiam Rate Erecial [ |L |
s Fooor: B 000 0.00 3150 05142
Itinera; }
.T i tr: . fognnz B E 0.00 0.00 42,00 a5 42
w | cete ranz
Foozne @& 0.00 0.00 3150 05 (42

= Expenzes

» LodgingM&IE

6. After all changes are made, click the buttonin the For this
Document you can: areain the top right to continue processing the voucher
or click the link on the Document toolbar for the next page to be modified.
The Available Accounting Codes page will be displayed if the Continue
button was clicked.
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G. ACCOUNTING

This section describes the process for selecting and entering the accounting code
labels. The Travel Manager Account Code table will be populated with valid
combinations of the Financial Classification Structure (FCS) elements, which are
uniquely identified by the Account Code Label and the Organization. (There are two
FCS eements that MUST be entered manually into Travel Manager. They are the
Internal Order NASA Function Code prefix “FC” and the Object Class used to derive
the General Ledger account.)

A crosswalk of the Account Code Label/Organization and a listing of the travel object
classes can be found on the HQ Travel Manager website, http://travel .hg.nasa.gov.
Click the Accounting Info link.

Selecting and Entering FCS Elementsin Travel M anager

1. Enter the Account Code Label on the Available Accounting Codes page.

Available Accounting Codes for 10-CFB06-16CA

? ] Quick Tip For this Document you can:
Once two ar mare accounting codes are selected, the Allocation button is enabled. Chan t f .
ge | o & Different Croanization
Enter Search Criteria | Add | New Accounting Code
Accounting Code  |1a071 00045423 Search | Retrieve | | Back | Continue

Master Accounting Codes Click &ccounting Label to add to Document
Search Results Prev 10 Hext 10

f:‘tg“-ﬂ"l ization Label  |Classification Code

2. Click the _Retri=ve | phutton. The account code label will be displayed in the
Master Accounting Codes area.

NOTE

DO NOT click on the Add New Accounting Code. If the* Add” buttonis
used, the accounting information will not be pulled into the document and it
will not route for the account review.

3. Click on the Label under the Master Accounting Codes area and the account code
will be added to the bottom half of the page in the Accounting Codes for Current
Document area. Review the Classification Code to make sure it is the correct code
for the organization funding the trip. An organizational account code crosswalk is
posted on the Travel Manager website, http://travel.hg.nasa.gov. Click the
Accounting Info link.
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NOTE
Always select the account code with Organization 10.

Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Docu ment'.yn u can:
S:;;;:m or more accounting codes are selected, the Allocstion button is to A Different Organizetion
Accounting Code [0 090 0:X0045423 Search | Retrieve | Back | Continue

Master Accounting Codes ceourting Lakel to add to Document
Search Results

Cr z an Code ¥
F 3 qp  DOS0I0MXO045423 090-10-C1, SAT4220030. ... ..., Extended

Feat 3 pelete

4. Click the Update icon J next to the desired label in the lower portion of the
screen to edit the Accounting Code information. The Update Accounting Code

page will be displayed. (Note: click the Deleteicon X to delete an account code
record from the travel document if you will no longer be allocating expenses to
the account.)

NOTE
The Organization field defaultsto “ 10" . DO NOT change it for any reason.
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Update Accounting Code for 10-CFA08-01DC

Quick Tip
You must enter an account label before Updsting the Extended Acct Codes.

Label  [DOSOAN045423 I~ save accounting Save it R
. ;zi?ajpd?nzxzeugiesdta Cancel | Acct Code Updates
Organization 10 - master list
WBS  [090-10-C1 Internal Ord  [FC100200
Fund  [SAT4220030 Obj Class 2121

Hetidet | [
Funds Res | I
Res Line km | I

5. Enter FC100200 in the Internal Ord field. Thisisthe assigned Internal Order
number for Headquarters. Thisis areguired field.

6. Enter the Object Class Code. For example 2121 for General Administrative
Travel (Domestic). The Object Class code is used to derive the appropriate
General Ledger account for financial postings. Thisisarequired field. A listing
of travel object classesis available on the NASA HQ Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Info link.

NOTE

The Object Class Code and the Internal Order arereguired on all travel
documents. The SAP accounting systemwill reject all documents without the

Internal Order and Object Class Code included.

The Object Class Codes can be found in the Financial Management Manual (FMM)
or on the NASA HQ Travel web page located at http://travel .hg.nasa.govi.

7. Click the Acct Code Updates button in the For this Document you can:
area in the top right. The Available Accounting Codes page will be re- displayed.
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Available Accounting Codes for 10-CFAO08-01DC

For this Document you can:

Quick Tip
Once tywo or more accounting codes are selected, the Allocation button is ; S
enabled. Change |t|:| A Different Organization
Enter Search Criteria Add | New Accounting Code
Accounting Code I R | A | Back | T o

Master Accounting Codes
Search Results

Organization

Prev 10 Hext 10

Accounting Codes for 10-CFA0S.01DC

Organization

ation Cocde

ﬁ x 10 D001 ORKO045423 090-10-C1. SAT4220030. . FCI00200. 2121, .. Extended

& et 3 pelete

8. If asecond account code is added, an Allocate link will be displayed to the right
of the Extended Code column. Click on Allocate to add expenses to different
account codes. The Accounting Allocation Summary page will be displayed.

Available Accounting Codes for 10-CFAQ8-01DC

For this Document you can:

Quick Tip
Once two or more accounting codes are selected, the Allocation button is . "
enshled. to & Different Organization
Enter Search Criteria Add | New Accourting Code
Accounting Code I Search I Retrieve I Back I Continue

coounting Label to add to Document

Master Accounting Codes
Search Results

Prev {0 Hext10

Accounting Codes for 10-CFA0S01DC Click an item to edit/elste it

p Tation ion Code

d? X 10 DOA01 RM0045425 080-10-C1. SAT4220030. . FC100200. 2121 .. Extended Allocate

F 3 4 DO9010XHO13H425 090410-H . HSF4220030. . FCA00200, 2421, Extended Allocate
F et ¥ pelete
IFM Travel Manager Preparer’s Guide 15
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Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Expenzes can be allocated by expense type, percent, date, expense category, or Close | o e
amourt.

Accounting Allocation Summary

Crganization Label &maurit P it

10 DO90MOEx0045423 Ga5.00 o L Expenze Categary Expenze

D090 0K01 3H4 23

0.00 o & Expense Cateqory

Expense Category  |amourt
COM CARIER 100.00

LODGIMNG 356.00 :
MAIE 83,00 35600
OTHER 0,00 83.00
REMNTAL CAR 100.00 0.00
Expense Category Allocation Breakdown for 'D09010XX013H423" 100,00
Expenze Category  |Amount

COM CARIER 000

LODGING 000

T&IE 000

OTHER 000

REMTAL CAR 000

When there is more than one accounting code on a document the default is
assigned to the first accounting code. Expenses may be allocated across multiple
accounting codes using the five methods that are available in the Accounting
Code Allocation Summary area of the Accounting Allocation Summary page.

a. Percent indicates the percentage of total costs to each accounting code (e.g.,
one accounting code pays 70% and the other pays 30%).

To allocate funds using this method:

(1) Click on the zro in the Percent column. The Allocate by Percent page
will be displayed. Indicate in the percent field the allocation of funds
between the account codes.

(2) Click the Per cent Changes button in the For this Document you
can: areain the top right. The Accounting Allocation Summary pageis
displayed again.

(3) Click the _Close | Ajjocation Screen button to return to the Available
Accounting Codes page.

(4) Click button to continue processing the document.

IFM Travel Manager Preparer’s Guide 16
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b. Date alows alocation according to whenthe expense occurred (e.g., one

accounting code pays for the first two days of travel, and the other pays for the
remaining days).

To allocate funds using this method:

(1) Click on the asterisk (*) in the Date column. The Allocate by Date page
will be displayed.

(2) Type in the begin date in the Begin Date (mm/dd/yy) field.

(3) Click Date Changes button. The Accounting Allocation
Summary page is displayed again.

(4) Click the _Close | A1 ocation Screen button to return to the Available
Accounting Codes page.

(5) Click to continue processing the document.

Expense Category indicates which expense category is assigned to an
accounting code (e.g., one accounting code pays for lodging and the other
accounting code pays for all other expenses)

To allocate funds using this method:

(1) Click onthe Expense Category link displayed in the Allocate By column.
The Allocate by Expense Category page will be displayed.

(2) Select the appropriate accounting code label for the expense.

(3) Click the Allocation Changes button in the For this Document
you can: areain the upper right corner.

. Expense indicates which specific expense is assigned to which accounting

code (e.g., one accounting code pays for M& | E and another pays the other
EXPENSES).

To allocate funds using this method:

(2) Click the Expense link in the Allocate By column. The Allocate by
Expense page will be displayed.

(2) Click the arrow on the drop down list in the Organization/Label column to
select the account code to be charge for the expense.

IFM Travel Manager Preparer’s Guide 17
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e.

(3) Click Expense Allocations in the For this Document you can:
areain the top right area.

(4) When all expenses have been allocated to the appropriate account code
click the Done Save & Exit Allocations button in the For this Document
you can: areain thetop right. The Accounting Allocation Summary page
will be re-displayed.

(5) Click _Close | A ocation Screento return to the Available Accounting
Codes page.

(6) Click to continue processing the document.

Amount indicates the amount of each expense item to alocate to an
accounting code.

To allocate funds using this method:

(2) Click onthe Amount link in the Allocate By Amount column listed under
the Break by Expense Category. The Allocate By Expense Category
Amount page will be displayed.

(2) Enter the dollar amount to be allocated for the expense category in the
amount column.

(3) Click Amount Changesin the For this Document you can: area
in the top right.

(4) Continue for each expense category listed.

(5) When finished click Done Save & Exit Allocations in the For this
Document you can: areain the top right. The Accounting Allocation
Summary page will be re-displayed.

(6) Click _Close | Ajjocation Screento return to the Available Accounti ng
Codes page.

10. Click the button to continue processing the document or click the link

on the Document toolbar for the next page to be modified. The Totals page will
be displayed if the Continue buttonwas clicked.

IFM Travel Manager Preparer’s Guide 18
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H. TOTALS

The Totals page summarizes the details of the expenses by category, organization,
and accounting labels. The voucher will not be processed if the total anount claimed
exceeds the total estimated expenses by 125% or more. An amendment to the
authorization will be required prior to submitting the voucher.

Document Preparation
el Total Details for 10-CFADD-10FL
Cardsr GOMIN Qiick Tig Far thiz Documend you com:
Travelar: Q ¥ nscamay, snbschangse and click Ok = |
Flesa Tebakfor Dacunsn| E

Kathi Trawsisr §
[ \Euckar: 10-CFADS-10FL Back | Cordins |
& Docurneni Summang

& Tip Rumhs: Tols Experses: 85000

& Travalar Horersimbureshis Ecpsrmss: 000

& Binsrary

® Tidmlsd Tram Toby Amourt Gl ned: 450,00

= Espanrar
ElraalaniSE Gowl advares Dustarding 00
= Brzoaning
Gt Madance Apcliedh (000 non
F Tiaks
= Lommeants
= Drmimaind Elabes Yt b Trawrslar: 55000
» Peatoim Piedadik Cea Eavk i sapaties)
Expmns=x an Cou’t Chargs Card 000
= Pl Do pdmi sl
+ Expart bponmant Adfl Oovi Chergs Cerd Fagrisnl EI}II}I
= Clage Dacliment

Telal Govi Cherge Card Amaurk 0.00
Paplo Boyvl Charge Cand: 000
Faybs Trawaler: 5000

Expenze Category Detadls

T e = T T T I
1 COW.CARIER 10 102 ARE 208 .00
1 WEIE 10 A0 BT 10600
1 RENTAL CaR 10 Lt 1] 150,00

1. Review the details of the expense categories and the net due the traveler.

2. Click the buttonin the For this Document you can: areain the top

right to continue processing the voucher or click the link on the Document toolbar
for the next page to be modified. The Comments page will be displayed if the
Continue button was clicked.

|. COMMENTS
The Comments page displays the preset comments. Additional comments may be
added into the comments textbox to justify any deviation from normal methods of
travel or for specia requests.

IFM Travel Manager Preparer’s Guide 19
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Document Preparation

st !
Comments for 10-CRADS-10FL
Candar ApRE sick Tip For this Document you L
Trarveler: i apply and prasad cammients a1 ngerted Inda 1ha Eommants Salf, Conmank o Joe b trped A R e
diracih N 169 cOmnians fed. Conmans Jppl o e ande deeameni.
Hoathi Trawed &1 Faya | Cammans
[3 ot : 10LCRAIAOFL Cammete } =] i
B Dok
» Pranment Samnan Bk | Cormirus |
= Tiim Humber Cloxs | M S3np Cammerts

& Tiavaler

& Bnsran

= Tickated Tranz :
= Expaitrar |L| '

= LodjiniWMGE

1. Review and make any necessary changes to the comments. Identify authorized
changes to the expenses.

NOTE

Use the 228 | Preset Comments button in the For this Document you can: area
in the top right before adding any additional comments.

2. Click the _Centinue | hyttonin the For this Document you can: areain the top
right to continue processing the voucher or click the link on the Document toolbar
for the next page to be modified. The Status page will be displayed if the
Continue button was clicked.

J. DOCUMENT STATUS

Although the preparer creates the Voucher, only the Traveler can sign and stamp the
document to route. The preparer closes the document by using the Close Document

link on the Document toolbar or the ﬂl Current Document button on the
Document Summary page. The preparer notifies the traveler that the document is
ready to be reviewed and then stamped to route. The preparer can print a copy of the
document prior to closing it.
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Document Preparation

Lisar: Status for 10-CFAD9-10FL

Canbm ACWIA Quick T For this Foosmant you can:
Tiarmher: The Signatuie FIH 15 pase senstine!

stamp | and Submt Decunant
[ *Paucher: 10-CFADE-TIFL B-:h] i I

Fathi Trawalar

s Bocurnmnt dummary
Sabimin Apply | & TRAVEL AGENT =1
= THip Hunibar

. Bigralura PIM |

o Hinmjmy ;l
= Tigezbed Trans Fmmarks -
= } E
= LodgingiaE

= Arcouning

s Todaln

= Conimants

Documani Stas

s Pefarm Fre-Audils

mis Ethe Sathus hishn farthis dasumes

= Paea g Doadaiimsnd

Gabaime . [ fana [lamsk ]
eI BRI OO0MZ BOIAMEST CREATED Cerger ALKIIH

& Cloam Documerd

K. PREVIEW DOCUMENT (PRINT THE DOCUMENT)

1. Click onthe Preview Document link on the Document toolbar on the left side of
the page.

2. The browser will launch a new window over the existing window. Use the scroll
bar to see the additional pages.
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03/04 /02 VOUTHER Voucher: 99-XX02-2eAL

FRAGE 1l ¥* Read Privacy Act COm Last Page v+ TA Hum: 90-XX200013
1) NAME: DOE, JOHNW . ZEN: 1232-33-0001
ADDR: PHOME :
MAIL CD:
Realdence, USA 12345 ORG: 0o -XX
TITLE:
OUTY : HASA TZ: & SEC CLR:
RES: Residenca, USA CARD: CARD HOLDER
HOURS: 4
Frepared By Vicky Ereparer Dest Coda 34
2] FROM T TA MOMEER TA DATE TRIF PURPOEE TRIF TYFE
03 /26/2002
03/30/2002
So-XX200013 03/04,/2002
TRAIMING EIMGLE
3) GTRSTICEET MO VALUE CE CLS DATE FROM o
Ema Jtinerary 1 IED.A0
4] ACCOUNTIMNG CLASS CCOLDE TRIP 2 TRIP 2 TRIP 1 5) FINANCE OFFICE
90-NM12345 52£.00
111171112345, .1234..99.02.42.00. XX ABRC
99-XX54321 331z.00

11111154321, .1234..99.02.42.00 XX .ABC

&) NON- REIMBURSABLE EXPEMSES --------------o----

TOTAL AMCOUNT CLAIMED -------------------------- 45E.00
ADVANCE OUTSTANDING ----- 332.00
ADVANCE APPLIED --------- 332.00 3312.00
HET TCO TRAVELER [GOVT] ------------------------ 52£.00

=Copyright 1998 Gelco INformaticn NetwoIK GSD, TTIC . m e c -——
I certify that this Voucher is true and correct to the best |8

of my knocwledge and belief, and that payment or credit has WCOCHER HO:

not been received by me. I hersby assign the United Staktes
any right I may have against any parties in connectlon, with| SCHEDULE HO:
reimcursable transportaticn charges described above, pur-

chased under cash payment procedures (41 CFR Part 301-10]. CERTIFIED EY:

7] TRAVELER SIGHATUORE DATE DATE:

e e oy S AL e L o e o - AR e 1 -y e U i
Thia Voucher 1s approved. Long distance telephone calls, 1ai}

if any, are certified as necessary in the interest of the CASH RECEIPT OATE
Sovernment . (lote: If long distance telephone call\e are

included, the approving official must have been authorized AMOUNT 2
in writing by the head of the department or agency ta B
certify (11 U.5.C. &40a)). EIGHATURE

2] APPROVED, DATE

EXAMPLE OF PAGE 1 OF A VOUCHER
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03,/04,/02 VOUCHER Vouchar . 90-XX031-2ERL

PAGE 2 %% Read Privacy Act On Last Page %+ |DOE 122-331-0001
[11} ITINERARY AND TRANSPORTATICHN EMPENSES - TRIP MO 1
DATE TIME DEPARTED/ARRIVED LOCATIONS MODE oS8T DESCRIPTICH
03/26,/2002

D-Resldencea, USA
03726 /2002 AIR A50.00 owsmcoraL atn
03 /26,2002

A-MONTGOMERY | AL

03,/36,/2002 TARXT 20.
03/26,/2002 TAXI 15.
03/27 /2002 TARXI 15.
03,/30,/2002

D-MONTGOMERY AL
031/30,/2002 TAXI 30.00 tax:
03 /30/2002

A ReBidence, USA

TOTAL TRANSPORTATICH EXPENSES 430.00

(12} EUBSISTENTE AND OTHER REIMBUREAELE EXFPEMEES

ACTUAL LODGIMNG MEALS M&IE P-DIEM

DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXFENEES AMOUNT
03,328 E1.0D E1.0D 2B.50 £1/18 0.a0
03,38 PERSOMNAL CALLS-DOMEET E.a0
01/26 TIPS FOR TAXI/LIMO 2.00
03,27 E1.0Q0 El.0D0 3B.00 £1/3B o.ao
03,27 TIFS FOR TAXI,/LIMO 4.400
03,24 E1.0D E1.0D IB.00 &£1/31E 0.a0
03,349 £1.00 £1.00 IB.00 £1/3E o.ao
03/30 0.aoo o.ano 2B.50 £1/1E 0.o0
03,30 TIPS FOR TAXI/LIMD 2.00

244 .00 171.00 11,40

mmm (13 COMMENTS & m m i i o i i i i

Voucher due 5 days after completicn of your trip.

VERCIV=-RATE TEL DOATE=02,/01/0Z=-Copyright 1599E Gelco Informaticn WNetwork GSD, Inc.

Exception to SF 1013

NCTE: Falsificaticn of an item in an expense account works a forfaiture cof
claim (28 U.5.C. 2514) and may result in a fine of not more than $10,000 or
impriscmment for not more than 5 years or both (1B T.5.C. 287; 1.4d. 1001).

In compliance with the Privacy Act of 1974, the following informaticn is prov-
1ded. Solicitation of the informaticn cn this form 18 authorized by 5 U.5.C.
Chap. 57 as implemented by the Federal Travel Regulatlions {41 CFR 301-304],
E.Q. 11609 of July 22, 1871, E.O. 11012 of March 27, 1962, E.0. 9337 of Nov.

EXAMPLE OF PAGE 2 OF A VOUCHER
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22, 1943 and 2€ TU.5.C. £011(b) and E109. The primary purposs of the requested
informaticn 18 to determing payment or reimbursement to eligible individuals
for allowable travel and/for relocation expenses incurred undsr appropriate
administrative authorizaticn and to reccrd and maintaln costs of such reim-
bursements to the Government. The information will be used by officers and
employeas who have a need for the informaticn in the performance of thelr
official duties. The informaticn may be disclosed to appropriate Fedaral,
gtate, local, or forelgn agencles, when relsvant to civil, criminal, or regu-
latory inwvestigations or progecution=, or when pursuant to a requiremant by
thi= agency in connecticn with the hiring or firing of an employee, the
ispuance of a security clearance, or investigabionz of the parformance of
oIfficial duty while in Govermment service. ¥our Soclal Sscurity Account Hum-
ber (EEN) 13 solicited under the authority of tha Internal Revenue Code (22
U.5.C ED11(b) anad E109] and E.CO. 9397, Wov. 23, 1943, for use as a tax payer
andfor employes identificabion number; disclosurs 1s MANDATCORY on vouchers
claiming travel; and/or relcocatlon allowance expense reimbursement which 1=,
or may be, taxable income. Diaclosure of your ESN and other raguested infor-
mation iz wvoluntary in all other instances; however, fallure to provide the
informaticn (other than SSN] required to support the claim may Tesult in
delay or logs of reimbursement.

EXAMPLE OF PAGE 3 OF A VOUCHER
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03/04/02 ACCOUNTING DETAIL Doc Ma-: 90-XX03-2EAL

Copyright 1553 Gelco Informaticn Metwork, Inc. |DOE, JOHN 122-33-0001
ACCOUNTING CLASE CODE TRIP 1

COM. CARIER- 3ED.00
MeIE- B2 .00
PERECN CALL-DCMEETIC 5.00
TAXI/TIPE-TAXI EER.0Q
909-XX12345 Q.00 a.oo 52&.00

Organlzation.: 5%
11111113348, 1234, .99.02.42 .00 XX .ABC

LODGING- 244.00
MeIE- EE .00
90-XKE4321 o.oD a.po 332 .00

Crganlzatlon: 5%
11111154321, .1234. .599.02.42.00.XX.ARC

EPLIT PAY DIEBUREEMENTS:

TOTAL EXPENSES -----------===-cccceooooeoeo 95E.00
HON - REIMEURSABLE EXPENEES --------------o--- 0.0a
TOTAL AMOUNT CLATMED - -------—=-—Zo-o-foio-o 95E8.00
GOV'T ADVANCE OUTSTANDING -- 33200
GOV'T ADVANCE AFELIED ------ 112.00
g 332.00

MET TO TRAVELER (GOWT) - ----cmommooomaoaonan

GOV'T CHARGE CARD EXPENSES - o.oon

GOV'T CHARGE CARD ATM ADV -- 0.0

ADD'L GOV'T CHARGE CARD PYMT o.oon

TOTAL GOV'T CHARGE CARD AMT 0.0
PAY TO GOV'T CHARGE CARD------------o-oooooo 0.00
PAY TO TRAVELER - --------c--ooooofooooioiooo 53E.00

EXAMPLE OF PAGE 4 OF A VOUCHER
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03/0dfoz DOCUMENT HISTORY Vouchar. 90-XX03-2EARL
Copyright 1598 Gelco Informaticn Metwork GED, Inc. |DOE, JOHN 122-33-0001

SuEle L. =mith

I certify that the electronic signaktures listed above are
valid and on file.

SIGHED DATE

EXAMPLE OF PAGE 5 OF A VOUCHER

3. Usethe browser and/or reader Print button to print the travel document.

4. Click the X in the upper right corner to close the Preview Document window.
The Document Summary page will be re-displayed.

5. The preparer will close the document and notify the traveler to log into Travel
Manager to sign, stamp and route the voucher.

IFM Travel Manager Preparer’s Guide
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L. OPEN EXISTING DOCUMENT (VIEW /UPDATE)

An existing document can be modified or it can be viewed in a view-only mode. |If
only the status of the document needs to be checked always open the document in the
view-only mode. The steps to modify and view a document are cited below.

1. Click the Open Existing Document link on the Document toolbar on the left side
of the page. The Traveler Listing (Open Document) page will be displayed.

Traveler Listing {Open Dooument )

duls L Smih
Tranveler: Gk Tip
Typs o 21mors Istao ofthe fesakary lard nams and ik
Swanch. Thairy ik ths e b fc s somes 4o et 20 dosaneni

by
D Creats 3 Hew DacosTenl

Lnst Awma

Coccn_ireri Topes | ALL =

[ Poare botn G ra e
[ Calaia B oamaonts
[ Copy Dacamart

[ Irperd Docmamarks

Document Preparation

2. Enter thelast name of the Traveler and click the button located to the
right of the last name field.

3. All documents created for that traveler will be displayed in the Document Search
(Open Document) area on the right.

Document Search {Open Documenty

Document List

Traveler Listing (Open Document)
Quick Tip

Typ ans of Mol | Smei o e sl |5 0 ame
snd ilich Saaich, Than, oidthe fisslets name to
Vet il s cuma s

keathi Traws far
Traneler

Trawmiar: bkl Travsalar

1I0-CF AT 10FL OadaTs SIGniED
ID-CRRtEEOHE OR0ts . widT ARFFOUED

|
[ Croats & s Cocament Teps

& e Exgntion B asiricszanis
o cument Erter Search it [ R

n
n

I Fewie Dogments e o — [ sdrcization 1O-CREEE11HT ORA10S CREATED

[ patsts parumant e [T [ wuthcizaion 1FCFEOTSONE OFAONE BISHED

| " Ceaumert Trpa [& =1

[ Eopy Borument [ adhcizadion 10-CFEOT-1SHE OTHSDZ A TRAVEL AGENT

Document Preoaration

L B oA B awthcazation 10OTISTA OTHAOZ A TRAAVEL AGENT
| [ sihcizaiinn 199OTISTA  OFesmE CREATER
Tasnig beginl A dRs TEE Lasal HMouchet 10-JEDEL DS EFC OFASDE BIANED
B veuch ICPRa0RIDIL  DRANDE A TRAYVEL A3 BNT
[B wruchai LB THY 08N 12 CREATED
Bl vouchar IDLCEEOT UG OTASOE SISNED
| [ET— IOeROTISTE  OFASDZ DISBURTE

a. Documents that have been created but not routed will have CREATED in the
Status column.
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b. Documents that have been created and are being routed will have various
stamp values in the Status column, some of which may be SIGNED,
ADJUSTED, REVIEWED, APPROVED, MGT REVIEWED, MGT
APPROVED, A TRAVEL AGENT, RETURNED, CANCELED, or
DISBURSED.

c. The Travel Office has locked documents that have APPROVED,
DISBURSED, DATALINK, A TRAVEL AGENT inthe Status column. An
amendment will be required to add additional expenses to the travel
document. If the amount on the voucher exceeds the authorization amount by
125% or more an amendment will be required for the authorization to adjust
for the difference.

4. Click the Document icon for the document. The Open Document Signature
page will be displayed if the traveler has signed the document.

Setup  Reports Logout  Help /' Document Preparation
Ll Open Document Sighature
‘ifendy Preparer Quick Tip F Brthls DI]ClII}lB]]tyl]u[:allf
Traveler: The Signature PIN iz zaze sansitive! Sign | to Review Document
Signature for Adjustment I EI Document as View-Only
[# Create a Hew bocument

Cancel | Opening Document

¥ Open Existing

Document
[» Review Documants

5. The document can be opened one of two ways.
a. Enter the priate signature PIN in the Signature for Adjustment field and

click the to Review Document buttonin the For this Document you
can: areain the top right if changes are to be made to the document.

OR

b. Click the Document as View-Only button to open it as view only.

6. If thetraveler has sii ned the document and changes are not being made to the

document, click the Document as ViewOnly buttonin the For this
Document you can: areain the top right to open the document as view only. The
Document Summary page will be displayed.
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Minemreend Drsroeabien

A Document Summanry for Voucher 10-CRFADS- 10FL

Cardar SDEAR g Tip For this Decumant yeu can:
X Farmpacra infarmtian, dichan 2 Dadaile ik 7o can 86 and fama yesr desamand frem tha Docament
Btains s rian ....?.';_‘.‘.'.'..J il L
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[ ousher: JocraDE-AOFL Inp Pumber 1 zortrus | L2

'O s 5 i Trawal Hﬁfﬂx?;’; 0 acznoate Clows | copiant Booamend
» Thp Humb e Tavsiar Deinis 254-50-7548 , Kanhil Trovber
» Turaisr Furpoms Daxarl gon
el e Doty OFLAKITD HOWAL & AT RESERWVE CTH, AL DOCTIWE . 05H 202
el Tckaied Treny Calsla $2A5.08
* Exparoma RO P e mse S umimang
s Lodginghase

: 2 b ESNEINTRC §)| Delte  Cabs
i e M Dowinzoe RENTAL TR 120,00
.:_.:..u . | Tt | 150 00
s Camma
w D el St

r Fafem Pre-suadi
v P s Bogamant
v Expan Casumand
e Chala DocLimisat

mnoant Glaimed 15000
Man-fAsimbuoabie Erpunme 000
il e T i
Fav Ta Change Cand gL

Fay Ta Trewalar s o

[aTnave anent = ] L =

o -

7. Click the Document Status link on the Document Summary page, or on the
Document toolbar on the Ieft side of the page, to view the Status page for the
routing list.

a. The Document Routing indicates the next person to stamp the document.

b. The Document History indicates actions that have happened with the
document.

Docurment Preparation
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8. Click the Close Document link on the Document toolbar on the left side of the
page to close the document.

M. REVIEW A DOCUMENT

When the traveler has been notified by the preparer that the voucher is ready to be
signed and stamped the steps listed below will assist the traveler through the signing
process.

1. Click the Review Document link on the Document toolbar on the left side of the
page. The Review Document page will be displayed with alist of al documents
ready to be reviewed.

Setup Reports  Logou

User:

Alice Preparer
Traveler:

[z Create a Mews Documernt
[z Cpen Existing Document
[ Reviewy Documents

[z Delete Documents

[ Copy Documernt

[z Impott Documents

2. Click the Document icon for the document to be reviewed. The Document
Summary page will be displayed.
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3. Review the document for accuracy. The Document Summary page summarizes
the information on the document. All data entered on the document can be
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viewed from this page. Click on any link within the document to view more
details and/or to make changes on the document. (To modify the document refer
to the specific section in this document for the area you want to change.)

4. Click the Document t Status link on the Document toolbar on the left side of the
page or the Document Status link on the Document Summary page. The Status
page will be displayed.

5. The Statusto Apply field is defaulted to SIGNED. DO NOT CHANGE IT.

6. Typethe Signature Pinin the Signature PIN field.

7. Click the ﬁﬂ"]ﬂ and Submit Document button in the For this Document you
can: area. The Pre-Audit page will be displayed.

8. Review the Pre-Audits Results page that Travel Manager processes for the
document.

9. If any item needs attention, the word “FAIL” will be in the Status column. A
comment describing the failure will appear in the Comments column. A “FAIL”
isaflag to draw attention to a particular process to ensure the preparer has entered
and reviewed the data correctly. A FAIL status will not prevent the document
from routing.

10. Click the Stamping the Document button in the For this Document
you can: areain thetop right. The signature certification page will be displayed.

11. Read the signature certification. If in agreement, click the _A€eept Signature
Text button in the For this Document you can: area. The document will be
stamped and routed. The Travel Manager main page will be displayed. No other
message will be indicated to let you know the document has been routed.

12. To view the status of the document, refer to the instructions in the Open Existing
Document section.

IFM Travel Manager Preparer’s Guide 32
Voucher
02/2004 TMV2.0



